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1. Keep record for the first few days on legal cap. 
Sometime before the end of the first month enter names 
in Register by Grades, separating Boys and Girls. 


2. Write names of colored pupils in red ink. 


3. When a pupil enters place a small A (Accession) 
in the proper space. Indicate absence by a light mark 
(/), in the proper space. -When absence is caused by 
sickness, place small s in proper space. 


4. When a pupil is absent more than six consecutive 
half days, enter a W (Withdrawn) in place of the 
seventh mark. 


5. When a pupil is tardy enter the number of min- 
utes in the space corresponding to the half day in which 
the tardiness occurred. 


6. When a pupil is transferred to (L. T.) another 
building or grade, or transferred from (G. T.) another 


DIRECTIONS 


building or grade, or has moved from the city, or has 
left school for cause, indicate the fact under number on 
right-hand page. 


7. When a pupil is transferred to (L. T.) or trans- 
ferred from (G. T.) a building or grade, the appropriate 
letters must be entered in the space corresponding to the 
half day in which the change occurred, and a note made 
under number on right-hand page. 


8. When a pupil re-enters after having been with- 
drawn, place (R), reinstated, in the proper space. 


9. Make all entries with care, and keep the record 
clean and neat. 


10. Enter the name of every visitor on the last page 
of the record, except in cases of entertainment, when it 
will be impossible to get the names. In that case keep 
only the number. 


THH J. F. RIGGS PUBLISHING COMPANY 
PUBLISHERS, DES MOINES, IOWA. 
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